page 1 of 2

FI RE COVMUNI CATI ONS OFFI CER

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This is entry level comunications work in receiving and
di spatching calls for fire protection and rescue services.
These enpl oyees, on an assigned tour of duty, t est
communi cations |ines and equi pnent, maintain records of calls
for service, and operate radio and telephone comrunication
equi pmrent. They al so maintain running and response records and
di spatch additional equi pment as required by standard
departnental policies and procedures. Following initial
training, these enployees are expected to work wth sone
i ndependence in nost aspects of their work. Although a higher
ranking officer may provi de guidance and training in their day-
to-day activities, enployees of this class report to and are
supervi sed and eval uated by the Fire Communi cati ons Chief.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Tests all equipnment to assure proper functioning; nakes n nor
adjustments; calls for repair and naintenance services as
required.

Recei ves, by tel ephone or radio, calls for services; dispatches
equi pmrent in keeping wth established procedures of the
departnment; receives and responds to calls for additional
equi prent or for additional and specialized services as needed.

Mai nt ai ns records of calls received and di spatched; conpil es and
mai ntains records of conpanies responding and/or tinmes of
recei pt, dispatch, and response to calls for service; naintains
records of incidents; nmmintains and updates maps for the city
and parish; maintains |lists of other agencies and of nmedia for
notification purposes.

Perforns any rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents listed bel ow nust
be nmet by the filing deadline for application for adm ssion to
the test.

Must neet all requirenents of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
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St at es.
Must have no felony convictions.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of educati on.

Must, before enploynent, denonstrate the ability to type 25
correct words per mnute.

After offer of either enpl oyment or pronotion to a position nust
meet and maintain any medical and physical fitness standards
desi gned to denonstrate good health and the physical ability to
perform the essential duties of the position, with or wthout
accommodation, as determ ned by a qualified nmedical physician
and adm ni stered by the Appointing Authority.
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